
Receiving 
 

1.  Click on “Receiving” in the Prism welcome screen 
2.  Change the “Sort by” to “Order Number” 
3.  Type in the beginning of the order number in the field called “Contract/Award 
Number” 
4.  Click on “Display” 
5.  Click on the hyperlink to the order 
6.  Click on “Add” 
7.  In the “Received By” field put in the end user’s name 
8..  Type in the quantity that has been received, if only part of the shipment has been 
received then you will need to add another receiving report in the future, do not edit 
the current one. 
9.  Choose “Submit” 
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